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Purpose:

H i

Decrease the maximum of body damage and property lost of hotel.
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Policy:

BUR

Obey to safe rules and regulations of hotel.
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Procedure:

R

1.1 Safe management regulations
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1.1

1.2

1.3

14

1.5

1.6

1.7

Keep all equipments operating well and prevent behavior of endangering all equipments and
facilities as Engineering department have responsibility to safe operation of equipments.
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Engineering department give trainings about how to use equipments correctly to all
departments for keeping operating equipments correctly and prolonging life of equipment.
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Implement  accountability = system  according to job  description  seriously.
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The associates should understand work range and operating regulations and inspect frequently
for discovering security risks in time and taking measures to deal with the risks.
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Establish prevention and maintenance plans according to skill need of every equipments and
implement the plan accordingly to decrease emergent repairing  work.
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Establish emergency response plan for incidents of all important equipments and facilities to
ensure deal with incidents in time and reduce the lost.
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Strengthen inspections to every machine room, smoke, fire and dangerous cargo in important
area and deposit dangerous cargo in special storeroom.
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1.8 Obey to regulations and procedure strictly for finishing all maintenance works.

PR TRENT % 2 A L S A BEANERAE AR, T B T LB S B A A4 A 5

1.9 Implement hand over procedure strictly and take record seriously.
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1.10Inspect all equipments regularly, and solve the dangerous risks in advance.
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1.11 Operate all tools strictly according to regulations and procedure, and used climbing and labor

protection appliances to reduce job injury rate.
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1.12 Sign Agreement of Security and Disclaimer with construction department and personnels

about outsourced projects.
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1.13 Arrange special staffs to keep and manage keys. Take the record about lending keys for any

reasons, and the keys should be returned back the same days.
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1.14 Electricians should stop, supply, switch electricity according to relevant operation procedure

with certificate.
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1.15 Electric welder should work according to relevant regulations with certificate and forbid to

store flammable and explosive materials in welding rooms
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1.16 Maintain elevator car-box according to relevant operation procedure strictly with certificates.
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1.17 Take protective measures while using dangerous tools.
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1.18 Take protective measures to prevent scalds while maintaining or inspecting working steam

boilers.
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1.19 Establish accountability system about emergency procedure based on different job description

to ensure safety of associates and equipments.
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2.1 Safety check procedure
RS

Safety check is an important measure to check all equipments and facilities in hotel.
Engineering is main checker and should take main responsibilities.
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Contents of safety check includes : maintenance of equipments, check of procedure and policy
and check of department management.
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It’s engineering department’s duty to train associates about how to use equipments correctly
and safely. Based on check and actual usage of equipments, provide safe operation training.
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Safe check team includes Director of Engineering and duty engineers, which should inspect all

machine rooms. Check equipments owning to engineering department twice one month and
write the report after complete, careful check. Check important equipments by quarter.
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Establish safe check plan, and list all check items, time, and budget and relevant department.
Coordinate with other departments to avoid operation peak.
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Confirm associates, deadline, measures, and responsibility area of safe check. For any

emergency of great potential safety hazard, deal with the incidents according to “Safety First”
and report to leader later.
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Confirm associates, deadline, measures, and responsibility area of potential safety hazard
inspected out while correcting the problems. For any emergency of great potential safety
hazard, deal with the incidents according to “Safety First” and report to leader later.
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2.2 Safety management of keys and locks
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1.

Every department should manage their own keys. SEC department should keep all doorkeys
and establish all key management archives.
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Engineering department should in charge of changing keys, or adding keys, and other
departments or persons can’t deal with those personally.
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About matching keys, changing keys or adding keys, Director of Engineering or duty engineer
can arrange relevant work after the department’s applying and SEC’s approval.
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Storekeeper record the keys and locks. Then fill and archive the record.
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Give spare keys to SEC by administrative assistant after changing or adding keys.
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